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1. Reserve Event Dates & Spaces

Reserve space, dates, and meeting services through the ONLINE CALENDAR (www.events.plu.edu).  You will be prompted through event details and menus from which you can select spaces and meeting services. If you aren’t sure about the space you need, we will match a space to your event according to the number of people attending and the activities you have planned. We do utilize classroom spaces when they are not in use for classes. Class sessions are scheduled through the registrar’s office.  Tip: Refer to #2 and #3 below for further important information and make your reservations early even if you don’t have complete details. Provide information later.
2. Specify Space Setup
Please use these terms when requesting setup styles for your event space. We can supply podiums and display easels upon your request. If you aren’t sure about space or setup, we’ll help you decide. Each dot represents a chair and hollow spaces represent table shapes. 
Theater Setup (with head table)
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Banquet Setup (tell us how many pple/table)
(5' rounds seat 6-8)
(6' rounds seat 8-10)
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Classroom Setup  (18" tables with 1 head table)
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Open Square or U-Shape  (6' rectangle tables)
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Board (6’ rectangle tables)
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3. Add Meeting Services to Support Your Event Activities: Be aware that some services have costs associated with them. Please ask if you aren’t sure. The following services can be coordinated with your event services staff, please let them know of your needs.
Bookstore Services: Garfield Book Company can provide your event with special order goods and publications, and can staff mobile kiosks on-site. For example, they setup, staff and supply author signings, concert CD sales, etc.

Catering: Catering and floral on campus is exclusively provided by PLU Catering.  Menus and prices are available on line at plu.edu/~dining.  Garfield Book Company offers three catering vendors in their meeting spaces.  
Community Box Office: A full-spectrum ticketing service is available the PLU Community Box Office, headquartered at the Concierge Desk. They do everything from ticket design & printing and online ticket sales to ticket taking at the event. 

Computer Lab, Smart Classroom:  Guest log-ins to computers with internet access, are available for groups with advanced notice.  Log-ins must be prearranged with the lab’s database administrators.
Concierge Desk Services:  Provide the desk with event details so concierge staff can direct inquiries received at their switchboard.  Campus maps & walking directions are provided, which might be useful to your guests.
Conference Calling: Events Services will provide a toll-free number for you and your guests, unlimited phone lines, phone equipment and meeting venue, if needed. Call from your desk phone or our meeting venue. Our telecom carrier offers very competitive rates for which we will bill you after the call.

Environmental Services & Recycling:  Basic custodial services and trash receptacles are arranged for you by Event Services.  Ask about zero waste events and recycling options.
Equipment Options You Might Need:

Complimentary: Request complimentary floor and table podiums, signage & display easels, white board easels, parking vouchers, and small signage. We provide tables & chairs according to your room setup specifications.  Make Event Services aware of your extra equipment.  Coffee brewers, stage production equipment and lefse makers require additional electrical support!  
For a Cost:  Canopies, stylized furniture, linens, and tables/chairs beyond our inventory will be ordered from our rental vendors at a discount. We will pass the invoice on to the event planner.
Event Services Liaison: Many events require an Event Services Liaison to be on hand to coordinate the logistics & unforeseen problems, and to manage building issues and your last minute needs. Plan for the cost of an Event Liaison when staging large and unusual events or have events occurring in Lagerquist & Olson. 

Multimedia Services: This full service department provides computers, projectors, PowerPoint and other software, audio, TV services, webcasting, and other services.  Fees apply to use of equipment and technicians. 
Parking:  A parking voucher is required for guests to park free. Upon request, a voucher (no cost) can be emailed to the event planner to distribute.

PLU Branded Items: Stage curtains and registration table covers are available upon request. They are made in black fabric and show PLU’s name and logo in gold.

Security:  Campus Safety is always a call away to respond to emergencies. Your event may merit on-site security for large crowds or special guests. We can arrange the hiring of an off-duty police officer or security firm for you, at your request, at cost.  

Stage Services:  For any event that uses the stage area of Olson, Eastvold, Lagerquist or MBR Music Center, stage service technicians will be required for event setup and supervision. Stage Services will support and setup all events in the MBR Music Center, including meeting and rehearsal rooms. Stage Services staff also oversee special lighting needs for all venues on campus. Equipment rental charges (if applicable) and staff labor charges may be assessed.

4. Event Setup & Equipment: PLU Event Services provides the labor and equipment, tables and/or chairs to setup spaces to meet your event requirements. Please refer to the diagrams in the “Facility Setup” and use those terms when requesting the room setup. The following policies apply for equipment usage.

· At least one week's notice is required for event or equipment request. Requests are satisfied on a first come, first serve basis. 
· Only PLU owned tables and chairs may be used in PLU venues.  

· In the case that special furniture is required, canopies for example, or that equipment resources don’t cover need, rentals will be obtained and applicable expenses will be charged to the sponsoring groups/departments. 

· Delivery of PLU chairs/tables will not be made to off campus locations. 

· PLU equipment may not be rented or borrowed for personal use.

5. What Will it Cost? 

There may be costs associated with your event. Three categories for PLU events have been identified and are described below.  Meeting service providers have independent fees. Conference and Events Services staff will help you find that cost information. 

The "Three Tiered" Event Profile
PLU Programs

PLU programs and events are co-curricular, educational, and social programs that enhance and promote the university's academic and community environment. These programs must be sponsored by a PLU department, organization, or club. There are no facility charges for PLU programs, but support services will be charged at the campus rate.
PLU Related Programs
PLU's facilities may be used by outside organizations for their programs if there is co-sponsorship by a PLU department, organization, or club. Provided that there are no program fees (tickets sold or registration fees), no facility charges are assessed for approved co-sponsored events. If an event is co-sponsored, and the outside organization shares revenue with the PLU co-sponsoring group, there is facility rental fee charged at only 33% of the established rental rate. For approval of co-sponsored activities, please contact the Conference Services Manager. Support services will be charged to the event sponsor, and liability insurance coverage may be required from the outside group that is helping to co-sponsor the event.
Non-PLU Events
All non-PLU events must be scheduled through Conference Services. A contractual agreement and liability insurance with the outside organization is required. Rental and service fees are charged at the established rate.
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